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The Pract
icing
CPA

FEBRUARY 1985

An AICPA publication for the local firm

THE MANAGING PARTNER—PLANNING FOR SUCCESSION (Part I)
Before going into planning for succession of the
managing partners responsibilities, I think it ap
propriate to review some of those responsibilities as
I see them and have experienced them.
Our firm—Wiss & Company—is a single-office
New Jersey firm, formed in 1969 by the merger of
three small, local firms. At that time, we had 8
partners, about 16 professional staff and a half
dozen clerical personnel. Our combined fees of
slightly over $700,000 consisted mostly of review
and compilation work and a lot of tax work for
small- to medium-size businesses.
In the 16 years that have elapsed, we have grown to
over 100 people including 15 partners plus about 60
professional staff and 25 administrative personnel.
Apart from the increase in the number of people, our
practice has changed dramatically in many other
ways—all to the good.
Obviously, the specific duties of a managing part
ner will vary from firm to firm, depending upon
size, the nature of practice, the number of offices,
the geographic location and many other factors. It is
fair to say, however, that the most successful CPA
partnerships operate with a managing partner who
is responsible for the overall operations of the firm
and, usually, with other partners in charge of vari
ous departments such as tax, accounting and audit
ing, MAS and, perhaps, specific industries.
The managing partners responsibilities include
administration of the practice, relationships with
other people in the firm, practice development and
quality control. Other responsibilities include mer
gers and acquisitions and guiding the firm in the
development and implementation of a philosophy
and long-range goals. The managing partner must
also interact with the partners in charge of firm
departments and specialties and, if applicable, su
pervise branch or satellite offices.
A while back, someone asked me what a managing
partner must do to turn the job over to someone else.

I gave two quick—and I think, accurate—answers:
(1) Pull the firms act together; (2) Pick the right
person as successor.
Many things were done over the years to bring our
act together. I will discuss these first because they
are not only a prerequisite to training a successor;
they also helped maximize our firms profitability.
Let's look at some of the managing partner's respon
sibilities as they developed in our firm.

Administration
We believe financial and statistical information
should be maintained using the accrual method of
accounting and following the AICPA-recommended
chart of accounts. Our records, like those of many
other firms, are maintained on an in-house com
puter, and each month all partners receive the infor
mation on time and expenses that provides the basis
for client billing, plus schedules on aged accounts
receivable, production reports, tax-due lists and a
host of other items.
The managing partner uses this information to
make sure that, for example, time charges and costs
are being promptly billed and at proper amounts,
that accounts receivable are in control and are being
collected on a timely basis, and that partner and
staff nonchargeable time is not excessive. Quarterly
financial statements are prepared on the accrual
method and distributed to all partners, and key
financial and statistical data are distributed each
month so that partners have an up-to-date
awareness of what is happening in the firm. →
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In our firm, the partner in charge of the client
does the billing. He is accountable, however, to the
managing partner and to all of the other partners
for maintaining the firm's standards for timeliness
of billings and for achieving our standards for real
ization rates.
We use new-account setup checklists whenever a
new client is engaged. After ascertaining that there
are no apparent problems in representing the client
and reviewing the form for completeness, the man
aging partner must sign it upon accepting the client.
Even then, final approval on the acceptance of the
client and the proposed credit limit rests with the
executive committee. The assignment of personnel
to the engagement is made by the managing partner
or by someone under his supervision after discus
sion with the partner in charge of the account.
Through a firm-developed computer program, we
keep information, on total-firm and per-partner
basis, on all new clients that have been engaged by
the firm throughout the year. This shows the nature
of the clients business, the type of service we are to
provide and the referral source, and is helpful dur
ing partner evaluations and reviews of the entire
practice. We also use another checklist that shows
why business was lost and provides information
about the net results of each partners practice de
velopment activities.
At some point, as a firm grows, it will need more
office space and additional office equipment. This,
too, is an area of responsibility for the managing
partner; it is, however, one where outside experts
can and should be used. Space designers and archi
tects are far more proficient than CPAs in designing
major additions or redecorating existing space.
Also, real estate agents have a better grasp on avail
able office space and can be quite helpful in nego
tiating new leases.
The managing partner should make certain that
the firm’s insurance requirements are reviewed with
its broker at least annually for adequacy of coverage
and the most favorable rates. Professional liability
insurance—one of the most important types of
coverage—may require more frequent review of

possible beneficial or adverse changes on premium
rates and coverage.
Partners' life and long-term disability insurance is
mandatory in our firm to fund the payouts covered
by our partnership agreement. Therefore, coverage
requirements are determined each year, and meet
ings about obtaining this coverage at the most
favorable premium costs are held with agents. The
managing partner is also involved in obtaining or
adding the best available group insurance coverage
at the lowest possible cost for both employees and
partners.
Because the managing partner is so heavily in
volved in interpersonal relationships, good methods
of communication are extremely important. We
publish both a staff and a partner/manager memo
randum twice a month and a client newsletter at
least four or five times a year. We also produce re
cruiting and facilities brochures and policy and pro
cedures manuals.
There is one other administrative responsibility
that should be mentioned—that is, legal matters.
Obviously, the managing partner should work with
counsel involving litigation, drawing and/or amend
ing contracts such as the partnership agreement,
leases and merger or demerger agreements. The
managing partner should also respond to sub
poenas regarding clients’ affairs and should notify
and engage counsel whenever appropriate.

Personnel management
In the early years of my tenure as managing partner,
I was involved in all aspects of personnel manage
ment. As the firm grew, we hired a personnel direc
tor who took over most of the staff personnel
functions under my direction and supervision. In
later years, the personnel functions were taken over
by a young partner.
Whether the managing partner of your firm is
directly involved in personnel matters or supervises
them, personnel responsibilities are among the
most important in the firm. Recruiting, however, is
a function which can, and often should, be delegated
(Continued on page 5)
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Highlights of Recent Pronouncements
FASB Statements of Financial
Accounting Standards (SFASs)

No. 82 (November 1984), Financial Reporting and
Changing Prices: Elimination of Certain Disclosures
□ Amends FASB Statement no. 33, to eliminate
the requirement for supplementary disclosure
of historical cost/constant dollar information
for those enterprises that present current cost/
constant purchasing power information.
□ Effective for fiscal years ending on or after
December 15, 1984.
No. 81 (November 1984), Disclosure ofPostretirement
Health Care and Life Insurance Benefits
□ Requires certain disclosures about an em
ployer’s accounting for postretirement health
care and life insurance benefits, including a
description of the benefits provided and the
employee groups covered; a description of the
employer's accounting and funding policies for
those benefits; the cost of those benefits recog
nized for the period; and the effects of signifi
cant matters affecting the comparability of the
costs recognized for all periods presented.
□ Effective for financial statements for periods
ending after December 15,1984, for postretire
ment health care and life insurance benefits in
the U.S. and foreign countries. If information
on foreign benefits is unavailable, it need not
be included in financial statements for periods
ending before June 15, 1985. Thereafter, cur
rent and comparative data for periods ending
after December 15, 1984, are required to in
clude foreign benefits.
No. 80 (August 1984), Accounting for Futures
Contracts
□ Establishes standards of accounting and re
porting for futures contracts.
□ Requires that a change in the market value of a
futures contract be recognized as a gain or loss
in the period of the change unless the contract
qualifies as a hedge of certain exposures to
price or interest-rate risk. Immediate gain or
loss recognition is also required if the futures
contract is intended to hedge on an item that is
reported at fair value.
□ Requires that a change in the market value of a
futures contract qualifying as a hedge of an
existing asset or liability be recognized as an
adjustment of the carrying amount of the
hedged item. A change in the market value of a
futures contract that is a hedge of a firm com
mitment shall be included in the measurement
of the transaction that satisfies the com
mitment.

□ Effective for futures contracts entered into
after December 31, 1984.

No. 79 (February 1984), Elimination of Certain Dis
closures for Business Combinations by Nonpublic
Enterprises
□ Amends APB Opinion no. 16, Business Com
binations, to eliminate the requirement for
nonpublic enterprises to disclose pro forma
results of operations for business combinations
accounted for by the purchase method.
□ Effective for financial statements for fiscal
years beginning after December 15, 1983. Ear
lier application is permitted in financial state
ments that have not previously been issued.
No. 78 (December 1983), Classification of Obliga
tions That Are Callable by the Creditor
□ Amends ARB no. 43, chapter 3A, "Current As
sets and Current Liabilities," to specify the
balance sheet classification of obligations that
by their terms are or will be due on demand
within one year (or operating cycle, if longer)
from the balance sheet date. Also specifies the
classification of long-term obligations that are
or will be callable by the creditor either be
cause the debtor's violation of a provision of the
debt agreement at the balance sheet date
makes the obligation callable or because the
violation, if not cured within a specified grace
period, will make the obligation callable. Such
callable obligations are to be classified as cur
rent liabilities unless the creditor has waived
or subsequently lost the right to demand re
payment for more than one year (or operating
cycle, if longer) from the balance sheet date; or,
for long-term obligations containing a grace
period within which the debtor may cure the
violation, it is probable that the violation will
be cured within that period, thus preventing
the obligation from becoming callable.
□ Effective for financial statements for fiscal
years beginning after December 15, 1983, and
for interim accounting periods within those
fiscal years.
No. 77 (December 1983), Reporting by Transferors for
Transfers of Receivables with Recourse
□ Specifies that a transferor ordinarily should
report a sale of receivables with recourse
transaction as a sale if the transferor surren
ders its control of the future economic benefits
relating to the receivables; the transferor can
reasonably estimate its obligation under the
recourse provisions; and, the transferee cannot
return the receivables to the transferor except
pursuant to the recourse provisions. If those
conditions do not exist, the amount of proceeds
Practicing CPA, February 1985
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from the transfer should be reported as a
liability.
□ Requires that the transferors financial state
ments disclose the proceeds to the transferor
during each period for which an income state
ment is presented; and, if the information is
available, the balance of the receivables trans
ferred that remain uncollected at the date of
each balance sheet presented.
□ Effective for transfers made after December 31,
1983, including those made pursuant to earlier
agreements.

FASB Interpretation
No. 38 (August 1984), Determining the Measurement
Date for Stock Option, Purchase, and Award Plans
Involving Junior Stock (interprets APB Opinion no.
25).
No. 37 (July 1983), Accounting for Translation Adjust
ments upon Sale of Part of an Investment in a Foreign
Entity (interprets SFAS no. 52).
Statements on Auditing Standards
No. 49 (September 1984), Letters for Underwriters
□ Supersedes SAS no. 38, Letters for Underwriters.
□ Changes are in response to revisions of finan
cial reporting requirements of the SEC and
other developments in auditing and reporting
practices.
□ Effective for letters for underwriters dated on
or after October 31, 1984.

No. 48 (July 1984), The Effects of Computer Process
ing on the Examination of Financial Statements
□ Supersedes SAS no. 3, The Effects ofEDP on the
Auditor’s Study and Evaluation of Internal
Control.
□ Amends SAS no. 22, Planning and Supervision,
to include additional planning considerations
as a result of computer processing.
□ Amends SAS no. 23, Analytical Review Pro
cedures, to include consideration of computer
generated data as a factor when planning and
performing analytical review procedures.
□ Amends SAS no. 1, section 320, The Auditor's
Study and Evaluation of Internal Control, by
1 Describing the characteristics of computer
processing which may have an effect on in
ternal control.
2 Recognizing that classifying controls into
general and application has no effect on the
objective of internal accounting control.
3 Adding a discussion of the interdependence
of control procedures.
Examples related to the use of computer pro
cessing are also added.
Practicing CPA, February 1985

□ Amends SAS no. 31, Evidential Matter, to clar
ify that audit evidence is not affected by the use
of computer processing. Only the method by
which the auditor gathers that evidence can be
affected.
□ The amendments of the entire statement are
effective for examinations of financial state
ments for periods beginning after August 31,
1984. Earlier application is encouraged.
No. 47 (December 1983), Audit Risk and Materiality
in Conducting an Audit
□ Provides guidance on the auditors considera
tion of audit risk and materiality when plan
ning and performing an examination of finan
cial statements in accordance with generally
accepted auditing standards.
□ Effective for examinations of financial state
ments for periods beginning after June 30,
1984.

Statement on Standards for
Accounting and Review Services
No. 5 (July 1982), Reporting on Compiled Financial
Statements
□ Amends the reporting standard and example
set forth in paragraphs 14(a) and 17 of State
ment on Standards for Accounting and Review
Services no. 1.
□ Applies to periods ending on or after December
31, 1982.
Statements on Standards for
Management Advisory Services
No. 3 (November 1982), MAS Consultations
□ Provides guidance on the application of cer
tain of the general standards set forth in
SSMAS no. 1, Definitions and Standards for
MAS Practice, to MAS consultations.
□ Establishes certain technical standards ap
plicable to MAS consultations.
□ Applies to MAS consultations occurring after
May 1, 1983.
No. 2 (November 1982), MAS Engagements
□ Provides guidance on the application of cer
tain of the standards set forth in SSMAS no. 1
to MAS engagements.
□ Discusses the nature of MAS engagements,
professional competence, planning and super
vision, sufficient relevant data, role of the prac
titioner, understanding with client, client
benefit and communication of results in MAS
engagements.
□ Applies to MAS engagements undertaken on or
after May 1, 1983. □
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Managing Partner
(Continued from page 2)

to younger people in the firm—and not even neces
sarily to partners. The managing partner, nev
ertheless, must still determine the projected firm
growth rate and staff turnover and, based upon
those factors, identify the need for various new
personnel.
Another responsibility taken over by our person
nel partner was the firms continuing professional
education program. While New Jersey is not a man
datory CPE state, our firm is a member of the private
companies and the SEC practice sections of the
AICPA division for CPA firms, and each professional
is required to have 120 hours of CPE every three
years. This involves a significant amount of plan
ning, implementation, coordination, evaluation and
record keeping.
All firms must stay abreast of prevailing salary
rates and fringe benefits in order to obtain and keep
qualified, competent personnel. The managing
partner can obtain such knowledge through state
society activity and via surveys and communication
with other accounting firms. Because personnel pol
icies and fringe benefits are so important to the
firm’s employees, they should be available in writ
ten form so that misunderstandings can be avoided
and questions answered. Any changes to the policies
should be communicated in a timely manner.
Depending on the size of the firm, the managing
partner should conduct the staff evaluations or re
view the end results with those who have conducted
the evaluation meetings. The face-to-face evalua
tions of young staff members is an important re
sponsibility that can and should be delegated to
others, particularly to younger partners or
managers.
Partners
The managing partner is generally responsible for
the periodic review and updating of the partnership
agreement. At Wiss, copies of the agreement and all
amendments are distributed to each partner. (An
article dealing with our firm's partnership agree
ment appeared in the February 1983 Practicing
CPA.)
At our firm, the managing partner surveys the
other partners for recommendations of staff mem
bers to be considered for partner status. The results
are summarized and forwarded to the executive
committee, which determines who should be voted
upon by the partners. If new partners are elected,
the managing partner deals with all of the admis
sion issues, such as indoctrination as a partner, an
nouncements, business cards and capital account.
The compensation and capital requirements of all

partners, new and existing, are established by our
firm’s executive committee. The managing partner
implements its decisions. All partners' income tax
payments are made by the firm as a charge to their
draw accounts to avoid the possibility of a partner’s
becoming delinquent in his tax payments.
Partner evaluation is one of the more difficult
responsibilities of the managing partner. Not that
he should do it alone. The evaluation should involve
a number of partners, and, at Wiss, the task is han
dled by the executive committee.
The managing partner establishes the agenda and
serves as chairman at executive committee and
partner meetings. The agenda and any pertinent
information are distributed to relevant partners in
advance, but it is the managing partner who imple
ments the policies and decisions adopted.
Practice development and quality control
Suffice to say, the managing partner is generally
involved in all areas of the firm's growth and de
velopment. This would include expanding services
to present clients and obtaining new ones. The im
portance of new clients and the techniques for de
veloping new business should be regularly conveyed
to all staff. The managing partner should also be
involved in acquisitions and mergers from the
standpoint of negotiation, contract and imple
mentation.
While I am not going to discuss the nine elements
of quality control that were published as part of SAS
no. 4, I would urge every managing partner and
aspiring managing partner to be thoroughly famil
iar with these guidelines. They are the cornerstone
for a well-managed, growing and profitable profes
sional firm. □
—by Daniel S. Goldberg, CPA
Livingston, New Jersey
Editor's note: In the second part of his article, which
will be published in a future issue of the Practicing
CPA, Mr. Goldberg will discuss some leadership at
tributes needed to carry out these responsibilities, and
the factors that should be considered in choosing,
grooming and handing over the reins to a successor.

Practicing CPA Distribution Policy
Readers are reminded that one copy of the
Practicing CPA is sent automatically to each
practice unit and to those members who have
specifically requested it. If you would like to
receive your own copy, please send your name,
firm name and address to the membership rec
ords department at the AICPA.
Practicing CPA, February 1985
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How to Find a Needle in a Haystack
Have you ever wondered how companies are treat
ing a specific situation or concept from an account
ing standpoint? Or perhaps you would like to see
how they are disclosing a situation or concept.
Searching the financial statements, footnotes and
auditors reports of numerous public companies for
such information would be a formidable task for a
local firm unless there were some way to isolate and
identify the usage. And, as well as being affordable,
the method would have to be convenient to be of any
use to practitioners in remote areas.
There is a system available that not only meets the
above criteria but will do much more. Not only that,
it is easy to use. The system is NAARS, the AICPA’s
National Automated Accounting Research System.
Developed jointly by the Institute and Mead Data
Central (MDC), NAARS's extensive library of ac
counting and financial data is stored at the Ohio
computer center of MDC. This enables subscribers
anywhere in the world where there is a telephone to
instantly research current financial reporting prac
tices and trends.
The information is available without the need for
special computer knowledge or training. All com
munication with the NAARS computer is in English.
The system permits subscribers to research ques
tions and problems by form, terminology or tech
nique; to determine accounting policies within spe
cific industries; or to locate financial documents of
companies with a particular range of assets, SIC
code or Fortune ranking.
Fortune magazine, in fact, used NAARS (and de
scribed the process) for an article it prepared on
Aetna Life and Casualty Company. Wishing to find
out which companies were recognizing future tax
benefits as a result of a net operating loss (NOL),
Fortune asked NAARS to search 4,000 companies
annual reports. (See "Behind the Profits Glow at
Aetna," Fortune, November 15, 1982.)
There are actually three types of files in the
NAARS library. The annual report file includes re
ports of companies whose shares are traded on the
New York or American stock exchanges, or have
Fortune rankings, and certain companies traded in
theover-the-counter market. Subscribers can obtain,
for example, financial statements; Fortune rankings;
auditors' reports; balance sheet data including cur
rent assets, net worth and net income; interim data;
and foreign currency exchange results.
The literature file contains all current and super
seded authoritative and certain other accounting
literature. Included are Securities and Exchange
Commission regulations and accounting releases;
statements and interpretations of the Financial Ac
Practicing CPA, February 1985

counting Standards Board, Cost Accounting Stan
dards Board and the International Accounting Stan
dards Committee; Accounting Principles Board
opinions; accounting research bulletins; statements
on auditing standards; and Governmental Account
ing Standards Board pronouncements.
The NAARS library also has selected information
from proxy statements of Fortune-ranked com
panies. Included are perquisites, nonaudit account
ing fees (in those years disclosure is required), legal
proceedings and related party transactions and cor
porate board committees.
In addition to the NAARS library, the system in
cludes files for LEXIS and NEXIS libraries. The tax
library of LEXIS includes the code, regulations,
proposed regulations, private ruling letters and
cases. NEXIS is a newspaper, magazine and wire
service library.
NAARS/LEXIS/NEXIS are unique in that they
provide full-text versions rather than abstracts of
every document, and permit access to the data via
the telephone lines from the subscribers location.
They also allow subscribers to create strings of
words or phrases concerning specific documents
and how they are to be searched, and permit the
scope of the search to be changed while in progress
by modification of the information received.
Full subscribers to the system can use the special
NAARS terminal and printer or, if preferred, their
own IBM, Apple and AT&T microcomputer equip
ment. Associate subscribers can research problems
by using the AICPA terminal rather than using their
own equipment. Like full subscribers, they receive
training on operating the terminal and the use of
proper search strategy.
Access to the NAARS service is also available on
an individual inquiry basis. Inquiries are channeled
through the Institutes NAARS department which,
for a fee, will determine the best search strategy and
send the inquirer a printout of the response.
For further information, just call Hortense Good
man at the Institute, (212) 575-6393. [7]

PCPS Conference Set
The private companies practice section of the In
stitute's division for CPA firms will hold its seventh
national conference at the Hyatt Regency Hotel,
Fort Worth, on May 19-21. Key focuses will be on
automation and marketing of innovative services.
On May 22, following the conference, there will be a
full-day course on conducting peer reviews. The con
ference registration fee is $265; the optional course,
$150. For further information, contact the AICPA
meetings department. [7]
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Humanizing the Audit Process
We CPAs spend a great deal of time acquiring and
maintaining professional skills but often don’t pay
as much attention to the development of interper
sonal skills needed for effective client relations. Our
firm utilizes some techniques that help make our
clients and staff more at ease with each other. We
employ these methods primarily during audit field
work, although they could be applied to any engage
ment requiring intensive client contact.
Before we can get along with other people, we
have to understand something of our own makeup
and how this affects the way we relate to others. To
generalize, we might say, for example, that accoun
tants tend to be orderly and precise. We might also
say that they are hardworking and usually uncom
fortable about leaving a task with a lot of loose ends
to tie up.
We can get an idea of clients’ personality traits
just by being observant as we walk through their
offices. Are papers filed neatly or lying about hap
hazardly? Do the people smile a lot or are they
sullen? It is also a good idea to find out whether or
not business has been good lately and if there are
informal lines of authority that are not revealed on
the organization chart. Knowledge of other people’s
work habits and how these differ from our own can
be invaluable when working together in their of
fices. We find that the following guidelines help
make fieldwork more enjoyable:
□ Give the client as much lead time as possible to
provide required assistance.
□ Respect the client’s system of order. Don’t dis
rupt the normal workflow any more than is
necessary.
□ Try to resolve problems at the lowest level.
Every question does not have to be referred to
the controller.
□ Keep your own work area neat.
□ Don’t get flustered. A nervous attitude affects
others.
□ Respect other people’s time. To some, the coffee
break may be important. Don’t interrupt it.
□ Look for ways to make people’s work easier or
to save them time.
□ Use your authority as auditor judiciously.
□ Inject a little humor. It can sometimes ease
tough situations.
□ People like to talk about their jobs. Listen when
they do. It can be informative.
Our audits are much more pleasant when we keep
these guidelines in mind. Nevertheless, difficulties
still sometimes arise, and, if they are our fault, we
correct the problem. In addition, we avoid many
misunderstandings and generate goodwill by dis

cussing our adjustments and significant findings
with the controller. If misunderstandings persist,
we try to handle them at the field level as unob
trusively as possible, or else through discussions
between the engagement partner and the client’s
senior management.
We can lessen potential problems if we don’t agree
to deadlines we can’t keep or ask clients for assist
ance they can’t provide. Also, don’t try to solve the
unsolvable. If, for example, a particular audit trail
does not exist, we should try to think of a new ap
proach. Finally, don’t mark, monopolize or misplace
clients’ records and try not to be too secretive. Peo
ple feel better when they know what we are doing.
Sometimes, difficulties are caused by a client’s
employee holding back information that we need.
Our staff accountants handle this by getting the
information themselves or by going to another em
ployee or supervisor. If the problem involves an
inadequate accounting system or administrative
routine, a good audit staff can diagnose such mat
ters and the in-charge auditor can discuss rec
ommendations for improvement with the con
troller.
At the end of fieldwork is a good time to repay
small kindnesses. In one client’s office a jar of hard
candies was kept out for everyone. On the last day of
the audit, one of our bright staff members refilled the
jar. On other occasions, a pleasant stay at a client’s
office has prompted us to write a letter thanking the
staff for its cooperation and hospitality.
Finally, we always deliver the finished financial
statements in person. Most clients welcome this ges
ture as a symbol of the esteem in which we hold
them. We find that the payoff in terms of client
appreciation, employee morale and increased busi
ness has been tremendous. 0
—by Perry M. Henderson, CPA
Downey, California

Quality of Life Seminar
The AICPA management of an accounting practice
committee will hold its sixth annual Quality of Life
Seminar at the Innisbrook Hotel in Tarpon Springs,
Florida, on May 22-24. This year’s program is de
signed to help practitioners and spouses unwind
after tax season, improve interpersonal relation
ships and demonstrate how a planned approach to
living can have a positive effect on firm operations
and family life.
Added features in this year’s seminar are golf, ten
nis and racquetball tournaments and programs on
diet and exercise. For further information, contact
David McThomas at the AICPA: (212) 575-6439. □
Practicing CPA, February 1985
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In-House Newsletter
I think we would all agree that our professional and
support staff is our most valued resource. Poor inter
nal communication, however, can often turn what
would otherwise be a productive and energetic staff
into one with low morale and less-than-efficient
work habits.
In my opinion, any office with more than three
people needs an in-house newsletter. Moreover, now
that most of us have word-processing equipment,
there really is no excuse not to have one.
In our office, we publish a one-to-two-page news
letter every week. We have assigned responsibility
for its publication to our secretary/receptionist.
When people have information they want others to
know about, they simply notify her and she includes
it for the upcoming week.
One thing included in the newsletter that we find
particularly helpful is a daily schedule of peoples
expected whereabouts for the following week. In
addition, the newsletter serves as a vehicle for dis
seminating housekeeping information, news of staff
activities and achievements and information about
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new clients and about seminars that firm members
are either presenting or attending.
This newsletter has become a tremendous morale
booster for our firm. Everyone feels that he or she is
a part of what is happening, and this feeling of being
a part of the team pays off in a more efficient and
productive staff. □
—by John G. Hodgson, Jr., CPA, CFP
New Bedford, Massachusetts

Editor’s note: “Staff Newsletters," an article in the
August 1981 issue, contains some other ideas on pro
ducing an interesting publication for staff members.
One suggestion from H. W. Martin, a Rome, Georgia,
CPA, is to not confine the newsletter to the straight
reporting of information. Readability can sometimes
be improved through the use of stories and analogies.
Mr. Martin says that producing a staff newsletter
must be a joint effort. Staff members want to be in
volved, and he found that they particularly liked to do
the research for the stories. One way to contain pro
duction costs, he suggests, is to type the newsletter on
the firm's stationery and reproduce it on the office
copying machine.
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